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e mwtm ot Exiatant Records

(1} 4s of the of our reviev the records
couslisted a:t s hlotter for each Mity
drive m&, i.u., ¥.6.F., P.5.A,8,., ote.,

m&uﬂmmﬁm

by tuin:nc cash and lmx
con s B

tm. and & goneral lodger,

(2) The system developed dasic sccouniability for
cash received, sad, for U.G.F. rather slaborate
statistical &m ta faciltitate proparation of

campuign reporis.
b. ZExplssation of Beviaion

(s) Changew in the types of charities admini-
stered s&m the acoounting systom wag in-
striled in 1987, had confused the titles
used to identify various colwms in the
cash blotier and component suboidiary
Jedger. ldentical statistical data from
Zeynen's roports wers being enterad inm
these two redords.

(b} FRovision

The cash blotter was redemignated 10 pro-
vide basic cash datm oanly. The W'ﬁ
subsidiary ledgor was redesigned to provide
detailed pomting, by components, of antries
to the csak blotter as well as atatistical
data for campaign progress reports. Since
the statistical data were more velmminoua
than the cash dats, we eliminated much
duplicate posting by restricting statistical
postings to the componest subsidiary recosd.

(3} Gessra)l ledger
{a) 'The peneral ledger accountsz consieled of
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an assot aceount for cash iz bank, and
1iability secouats for cash collected on
belmit of various charities.

Piodges Due from loyods ~ U.G.F, {or
other charity if :;:@n favolved) fox

LIABILITIRS
Due to U.6.F. (or other charities)

Exsnplos of entries to the sccounts fLollow:
1. U.G.7. pledges aro received Zrom keymea:
Debit: W ; - Due from loyees -

.G.F, o '

Credit: Pue to U.G.P.
4. Cash ia received on U.4.7. pledgos:
Dabit: Cash on Hand and In Bank

Credit: g Ine from Bsployees -

3. Cheok is witten to U.G.F.:
Debit: Due to U.4.7,
Credit: Cash on Band and In Denk
4. Cash is received for P.8.A.8.:
Debit: Cash on Hand and In Bank
Credit: Due to P.5.A.S.

7. Siropadefel ol lbroboLLAL
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B. Check is written to P.5.4.4,
Debit: Due to P, 5,A.8,
Credit: Cash on Hand and Ia Benk
8. %11&*&%1& U.G.¥. pledges are written

Dekit: IDue to U.G.F,

Credit: gﬁ Dup from Employees ~

(n)

)

{e)

The camh journsl referred to la paragraph
1a{1l) was posted dally with cash yeceipt
mwmmmmmahtm

wore
lmmqwmtmxyﬂsmumu
s nade to the bank. Usdeposited cash
on bhanéd, therefore, was nover ontered in
the general ledper.

Bevision

The une of the cash Jjournal ss # SumENA-
rining intermediats record sesmsd URLECOD~
sSary &t 20 mors than two canh blotters are
M‘t':a;tummﬁw mnﬁ:
an
gn of total assetzs and liabilities.
Mwmtiummml lodger wes
expanded to include cash on bhand »ad in
benk, and the cash journal was discarded,
Postiags are now made directly from cash
hlotters to the general ledger.

After making the revisions sxpiained above,
mmmmama‘mwm
wan satered in the general ledger. ill

hooks were posted up %o date and a trial

balancees taken, As of 31 Ovtober 1960, 211
records sore in balance and the system was
funstioning satisfactorily.

F Trovha b L e il 3
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sssmed sound and appropriats to the operatioans of the
Unit, except as specifically noted hereinafter., Proce-
dures are recited here o that they asy bde available for
future inforumation.

2, United Givers Yand

(1) Cash is transmitted to the Charitios Unit from
component chalrmen in manila envelopes om whick
is moted cash and gtstistical data. Envelopes
are most olten hand-carried to the Charitios Unit.
In addition to cash, the snvelopes comtala reports
from componsut keoymen,

(2) Cask contained in each envelope is counted by a
designated employes in the Unit, and checked to
keynen's reports contained ¢ snveliope.

Cash and statistical dats are lmmediately entered
in the Y.G.F. cash h}ntm and the comp
uwm-m»xmw raport and signed

by the i sounting funds. & original of
mﬂu& is mailed to the keyman. The
firet carbon copy is attached to the keyman's
report. Ths sacond carbon copy remalng intasct
in the receipt book.

(2} Tunds, envelopes and reports are then passed
to the cash custedian, who performs an indepen-
dent cash count and re-checks statistical deta.
At the end of the day the cssh custodian checks
the total funda he has received that day sgsinat
the toial for the day a8 recorded in the cash

blottisxr. BHe then : A deposit slip for the
total day’s mm places funds and deposit
milp in sn savelope, seals it and plscen it fn s
wotal lockbox in a safe of which he im sole cus-
todian. The daposit remains in that safe over-
night and is deposited the following morniag by
e, - Chiof, Benefits and Services
Bivigion, Oftice of Personnel.

b, P.S.A.8. and Other Campaign Pandu:
{1} Comtributions to charities other than D.G.F. are

collected in various Ageacy componenis and sent
to the Charitios Unit in & wvariety of manners and
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forms, Individual contributions canmot Lo checked
with component keysen or chairmen, BRecelpts are
not issved for funds received. Envelopes are
opeasd by a desigaated employee. Cash is counted
and entered in the appropriate cash dloiter.

{2) At the wnd of ench day funds are turned over to
the cosh custodisn whe re-counts the funds and
verifies the total to the cash Blotter.

{8) The cash custodian cosbines funds received Irom
all charitable drives for a given day into a
singlie deposit.

(4) Bocause receipt of funds canmot be verified by
mmmwtpzmwwm
records, %o recomsend that two persons open and
mtmmmmwmmzum Cuit.

Depogit Procedures

& mmtuwmmmmm« m:mm
changed immedintely prior to the beginning of the
curveat U.8.7. drive., Bs alone knows the mm'tim,

[ - m-uhumm“mmndﬂmw&&:uﬂiw
ares of Curie Ball, ¥indows in the yoon are asot
barred, nor inx sccess to the safe restricted from por-
20D miw entry to the claasified ares of the huild-
m Wm&ammwmm

aMMkMttmm:m

¢, last year's records indiceted that bank duposite
vere not mads daily, and that mans 0 cash and
cheoks scoumulated, :zumm wmm
bank deposi mg  prons
ammm.ﬁ'&m the unit had made daily
Mmmtmu.

4.

ﬂm inwwammumtﬁn.

®. The first deposit (n small ons) was duly mede by
Neastary Dranch, The second deposit tendered to
the Branch conmisted of & large munber of perscnal
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MMthwmmWamiﬂy
of covers and a mamber from ﬁ st are
ssmocisted with the Agency ic Hosetary
Branch considersd mz ﬂw m&t a! ell these
mhamhhﬁmt it e contrary
to good ascurity practice and . that the Office

wmxmmwzttutmwtmm
been suthorized dy the Office of Jecurity.

f. The Office of Personnel could not snsver immediately
and the NHoaetary Braach was advised by the under-
aigned to withhold ting until confirsation waa 25X1A
received from the <o of Personnsl.

h. nugag:‘mmmmng:mmtm
Security reviowed or approved deposit pro-
osdure. In view of the special trsatmant given
MMMhnMWﬁtM
Agency to preveant disclosure of Agency | el
strengih and muuu, we urge that this guestion

be resclved at ones.

. The daposiit procedure initiated the Office of
Personnel Lamediately after dzmgtma of
depoaits by Nenutary Branch was as follows:

(1) The funds custodian in the Charities Unit
the day*s receipts at the close of

 Lor mxt the following morsisg.

{2) mm he deliversd the daposit to
m&ammmmm
M, mmtﬂmmmm
then to the Chief of the Diviaton who made

the deponit.

(3) Mo receipt wmas issved or received mm
hﬁut:mtm, The deposit from
the bank, returned to the cash cus the

day of daponit, wzmemhumtm
deponit had Leen made,
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J. SCiroumstances, whichk are the m‘biwﬁ u:l . egmta
m, m the deponit
oz or akeut 27 Ostobor tamitmm
to M directly from the ﬁmrit&u Tnit cash custo-
dian o the Chlef, Benafits and Services Division for
deposit. mwvmummmtmmtm
Wmumtmmmmmmww

k- In x talepbone mmtim with the Director of
Pevuonnel on 31 October 1080, the undersigned ad-
viassd the Director that inﬁaw&a&marwﬁyﬁ
should be given by the Chiel, Benefits and Services
DAvision for funds received by him from the Charities
Uuilt custodian. The Dirvector of Perscnngl stated
that a locked coutainer would be procured from the
bank in which charity funds would be trsassported for
deposit. One key wonld be given the Charities Uait
eash custodian and tha teller at the baak would hold
the other key, the deposit being locked in transit,

3 mhnnyagw” s %s.”ﬁwmz ig :ﬁ sicall
 in his 208 e ¥
mxmhmwwm In the evant of a deu-
batweoun ongh custodian and bank, bowever, the
mmt the funds were ilasccessible to the
courier while in transit could not be sccepted as an
absolute fact aud probably could not be proven as
such, The lockbox sathod dogs not appear to define
and narrow raspousibility ss doos counting and re-
mtm for funds vhen they pass from one person to

*

n. It is owr vecommendstion that funds be counted znd a
roouipt be issued by the recipient cuch time the
Wﬁm of funds are traassferred from one pevaocn

to saother.

The charities uai.t mﬁm iz presently cash custodian,
doos & substantizl portion of the bookkeeping, recelives
W statenants, and perforng baank reconcilments. Al
though wo would prafer & division of duilies which would
provide hotter intmai control, we mugt consider that
agide from the ervisor, mmﬁ is staffed with
youngsters from mmal pool, and that individual
sbilitien and mﬁm mugt deternmine iondividuanl duties
if the unit is to got its job done. ¥e can, however,
improve iaternsl control to an extent by mﬂdﬁm that

kel ?‘ L maa g x
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wmiad, disintereated party receive bank statescata
nd make bank reconcilements and recommend that thia be
acoespliished by arrsnging for this to be done Dy a

momber of the Aundit Staff.

misistration of Unpaid Pledge

s. In discussion with the Director of Persoanel, he
indicnted » nesd for more effective administration
of wnpaid U.G.P. pledges balances after the closing
of the regular csapaign for funds. Fo asked our
cooperation in de ing a auliable pr

mathg.m't gentralized adninistration would
probably be necensary.

b,

{1) Under ths revised scecunting system the
. balance in the general ledger scoount "Pledges
Bue from Eployses - U.G.F." is s od by

the balsaces of unpaid pledges by 2y CORPO—
' in the component submidiary

aent, recorded diary
ledger. Thowe balasces, are in tura, supported
by individuxl installment pledge records,

Form 104-C, maintsined by component keymeun.

{(2) 4As of a given dats, the Charities Uait would
Siedges for his oo componen o o, "The koyaan would
vorify that unpeid balances on his Torms 104.C
are in ﬁmt with the Charities Tait total.
Opon verifiestion, the Reyman weuld send all
Forss 104-C to the Charities Unit which would
sssuno responsibility for collection.

(S) In the Charities Unit, Forus 104-C received
fyom keymen would be filed and postings aace
to thes as collections are e

& msﬁa internal proc . for the admio-
& mamay.ag?mmmmw
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